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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 4
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Pedro Villalobos
	SUPERVISOR'S CLASS: Principal HEP Util Engineer
	personnel analyst: JCM
	personnel date: 01/12/2010
	PERCENT OF TIME: 














45%
	activity: POSITION SUMMARY
The position serves as secretary under general supervision of the Chief of SWP Program Management, provides clerical support to the entire group, and backup support for the other SWPAO branches.  The position performs a variety of complex and responsible clerical duties requiring the ability to generate and edit documents using Microsoft Word, and possess familiarity with Departmental correspondence and administrative guidelines and strong organizational skills.

ESSENTIAL FUNCTIONS
The incumbent must possess the capability and willingness to consistently exercise initiative and assume delegated responsibilities.  The incumbent must also have the ability to communicate effectively, work cooperatively with others, deal effectively with the public, and accept changes in priorities assigned based on operational need.  Maintaining regular, consistent, and predictable attendance as well as exercising good judgment are also required.


Provide office support work originated by the SWP Program Management Group.  Prepare, type, and distribute drafts/finals of letters, memoranda, meeting agendas and summaries, and other forms of correspondence and reports.  Review all the groups outgoing assignments and correspondence for format, grammatical construction, and consistency with Departmental correspondence and administrative guidelines; keep current on the latest office computer equipment and software needed to carry out duties of the position by attending intra-departmental and external training.  Use the various functions of an assigned personal computer to produce accurate work.




	classification: Office Technician (Typing) - Limited Term
	appointee: Vacant
	dwr position number: 1900-1139-xxx
	sap personnel no: 
	sap position number: 50002972
	division: SWPAO/SWP Program Management
	mcr: I
	percent 2: 25%







10%


10%




10%







	activity2: Under the direction of Administrative staff, act as Lead Time Reporter and liaison between SWPAO staff and the Department's Personnel Office on personnel/payroll related issues; track and follow up on personnel/payroll issues, and keep Branch Secretaries apprised of issues as appropriate.  As necessary, enter staffs weekly time into SAP; ensure weekly time is entered and approved by time required; coordinate with SWPAO Branch Secretaries on monthly "Dock" information.  Run weekly SAP personnel/payroll reports; attend meetings related to time reporting, and update appropriate staff of changes to time reporting processes. 

Maintain the correspondence files for the Chief of the SWP Program Management Group; work with the Chief to update and keep files current.    

Photocopy, send and distribute fax information, and act as back-up to other SWPAO clerical support staff and to the Office’s Executive Secretary, as needed.  Maintain and order office supplies required by the SWP Program Management Group.  Maintain and update State Water Contractors mailing lists.  Send out updated lists biannually.

Route mail to SWP Program Management staff; keep log of assigned control mail and job assignments to staff and assures that responses and assignments are completed on time.  Screen and direct telephone calls to appropriate staff members.  Ensure phone coverage is provided each workday from 8 a.m. to 5 p.m. in conjunction with other SWPAO clerical staff.  Arrange meetings and conference calls, make travel arrangements, and prepare travel expense claims for the the Chief of the SWP Program Management Group.


SPECIAL REQUIREMENTS
The incumbent must be able to work on typewriter and/or computer for extended periods of time at a desk.  Manual dexterity is required to operate office machines, which include typewriter, computer, fax, and copy machines.  Standing for lengthy periods of time may be required while filing, using copier, or sorting and collating papers.  Ability to bend, stoop, and stretch, is required to perform daily job routines.  

Possess a basic knowledge of the Department’s organization and the agencies involved in the Program; a thorough knowledge of departmental procedures in carrying out these responsibilities; and a thorough knowledge of current departmental word processing and electronic mail procedures.

	supervisor name: Pedro Villalobos
	employee name: 


